
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

c.LAmendApplLmtion_ NoL Check One: Oange;__4~_Suparcede; 0 Void ~ ..~ .~ __ ~ 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by title used in office; if different) 

1978 I To Date P.E.C.E. Coordinators' Report Files 
6. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

-! 

File i s  arranged: Chronologically by fiscal year; thereunder alphabetically by name of 
teacher. 

~~ __ - ~- 
8.Monthly Reference Rate How often are records referred to which are: 

One to six months old 

twenty-five months and older 

Letter-size drawers 2; Legal-size drawers : ;Shelves ; Other IspecifyJ 

; Seven to twelve months old ; Thirteen to twenty-four months old 

~ - _  .~ ~ ~ ~~ ~. ~ , ?  .-L- 

r i n n u a l  Rate of Accumulation of Records .- 

Included are: Monthly "Secondary Vocational Education Reports" (DE Form 0537),  and 
Quarter/Semester "Course Summary Report" (DE Form 0630). 

? 



ESTNO I 10. Questionnaire (Place an "X" in the proper column) i - 

_. 

1. I 

a. Is this the official copy of the series? 

- -___ 
__ ~~ .~ 

- ~~ .~~ . . ~~ 

- ~- . - ~ ~  

. . _ _ _  

L _ D w  the record Zerieuesult in a CPmDut er mintout? __ 
%?.tention Requirements The following requires the series to be kept: 

a. State Law __ ~~~ --years. d. Audit period years. 
-___ - .years. 2 b. Statute of limitation years. e. Administrative need 

c. Federal law -~ ~ ~ ~--years. f. Federal retention instructions __ - ' years. 

Attach copy or excert of laws or regulations. Explain administrative need. . .  

-*, 

. .  _ _ _ _ ~  ~~- ~ 

2. Approved Ditpr&ion Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; fl Fiscal Year; 0 Other - - ~ ------ 

. . .  
then, 

El Hold in the current files area L - r n o n t h k )  A_. yeark.); then . 

0 Transfer to local holding area; hold 
Q Transfer to State Records Center; hold . 1 year(s); then 
Q Destroy. 
0 .Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. 
yeark); then 

, 

These instructions apply to al l  prior and future accumulations of the series. 

3ecommendations in para- 
raph 12 are approved. 
' / f  disapproved, attach letter 
if explanation.) 

~~~ 

. .  . .  ~~ -~ ~~ 

. .. I . .  

3ecommendations in para- 
raph 12 are approved. 
' / f  disapproved, attach letter 
if explanation.) 

~~~ 

. .  . .  ~~ -~ ~~ 

. .. I . .  


